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Fall  marks  the  return  to  school  and  books,  for  children  and 
ambitious  adults.  Wheiher  you  go  to  night  school  or  not,  you  can 
further  your  education  by  using  the  resources  of  your  local  library. 
Almost  everyone  has  access  to  the  wonderful  world  of  books.  The 
United  States  has  80,000  libraries.  Canada,  with  866  libraries, 
even  puts  bookmobiles  on  railroad  flat  cars  to  carry  books  where 
roads  do  not  reach.  Some  Louisiana  libraries  send  books  by  boat 
to  the  people  working  on  islands. 

While  we  value  the  wealth  of  books  on  every  subject,  we  sometimes 
overlook  the  other  opportunities  for  self-education  that  libraries 
offer.  Miss  Barbara  Wynn,  director  of  the  San  Joaguin  Valley 
Information  Service  in  California,  listed  a  variety  of  facilities, 
when  she  addressed  the  1961  convention  of  The  National  Secre¬ 
taries  Association  (International). 

For  business  purposes,  she  suggested:  Borrow  phonograph  records 
of  dictation,  to  brush  up  on  skills.  Keep  up  with  your  field  by 
reading  business  magazines;  general  magazines  also  contain  busi¬ 
ness  material.  Borrow  films  and  other  audio-visual  aids  for  training 
classes.  Find  statistics  and  information  in  the  business  reference 
room. 

For  personal  development  and  enrichment,  she  advised:  Use 
foreign-language  records  with  accompanying  texts.  Attend  book 
reviews,  special  lectures,  travel  or  art  film  series,  and  music 
programs  offered  by  large  libraries.  Borrow  the  scores  of  operettas 
and  symphonies,  printed  texts  of  musical  comedies,  recorded 
music,  prints  of  paintings. 

Take  part  in  library  programs,  such  as  speed-reading  courses, 
great-books  discussions,  art-appreciation  courses,  hobby  classes. 
If  you  belong  to  a  club,  use  the  librarian  as  a  speaker  or  ask  her 
help  in  planning  programs. 

Miss  Wynn  recommended  several  business  books:  "Modular  Man¬ 
agement  and  Human  Leadership,"  "Administrative  Organization," 
"Essentials  of  Good  Management,"  and  record-management  hand¬ 
books  by  the  United  States  National  Division  of  Archives  and 
Records. 

For  personal  reading,  she  suggested  "Gifts  of  Passage,"  "A  Nation 
of  Sheep,"  and  "To  Kill  a  Mocking  Bird,"  the  1961  Pulitzer  Prize 
winner. 


(or  thereabouts) 
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Tips  on  Proper  Office  Dress 

We  hear  a  lot  about  correct  office  attire  (see  "The 
Mailbag"),  and  most  of  us  try  to  look  our  best  at 
work.  The  secret,  according  to  a  number  of  well- 
dressed  business  women,  is  to  wear  basic  clothes  that 
go  together.  The  following  tips  tell  how  to  build  a 
wardrobe  that  will  be  both  appropriate  and  smart; 

1.  To  start  at  the  beginning,  figure  how  much 
money  you  spend  on  clothes  during  a  year.  The 
average  expense  will  run  around  $300  annually.  If 
you're  budget-minded,  set  aside  $25  a  month. 

2.  Concentrate  on  clothes  that  you  can  wear  to 
the  office,  since  you  dress  for  work  five  days  out  of 
seven.  Good-quality  suits,  jacket  dresses,  and  simple 
frocks  are  versatile;  you  also  can  wear  them  on  social 
occasions  that  don't  require  "full  dress." 

3.  Find  a  basic  color  that  is  pleasing  and  becom¬ 
ing.  Black  seems  most  popular,  although  some  women 
prefer  brown  or  navy.  Choose  a  suit,  coat,  tailored 
dress,  sweater  and  skirt  set,  hat,  shoes,  and  handbag 
in  your  basic  color. 

4.  A  simply  styled  coat  with  a  detachable  fur  collar 
m.akes  a  good  dress  coat.  For  everyday  wear,  you 
miay  v/ant  a  storm  coat  or  one  with  a  zip-in  lining.  If 
you  live  in  a  rainy  area,  treat  yourself  to  a  good  rain¬ 
coat.  Pick  a  gay  print  or  bright  color  to  offset  the 
effects  of  gray,  rainy  days. 

5.  For  your  suit,  select  two  or  three  blouses  in  wool 
jersey,  nylon,  dacrcn,  or  drip-dry  cotton.  If  your  suit 


has  a  collar,  blouses  should  be  collarless.  White  is 
always  good,  and  you  may  want  a  blouse  in  your 
basic  color  or  a  light  shade. 

6.  Buy  one  special-occasion  outfit  and  accessorize 
it  completely  at  the  start  of  each  season.  Wear  the 
outfit  when  you  shop,  so  you'll  know  what  looks  best 
with  it.  We  still  remember  the  special  outfit  worn  by 
a  woman  who  worked  with  us  17  years  ago.  She  wore 
a  brown  suit,  brown  alligator  bag  and  shoes,  brown 
felt  hat  with  a  brim,  white  scarf  and  gloves,  and  a 
brown  mouton  jacket  made  of  square  pieces  like  a 
parquet  flcor. 

7.  Buy  one  dress  in  a  bright  color  that  you  like  - 
magenta,  royal  blue,  kelly  green,  purple,  or  red. 
W^ear  this  on  Mondays,  drab  days,  or  when  you  feel 
a  bit  depressed.  The  color  will  give  you  a  lilt. 

8.  Have  fun  finding  a  knockout  hat,  even  if  you 
blow  a  month's  clothing  allowance  on  it.  Choose  one 
in  your  basic  color  or  in  a  contrasting  hue,  in  a  style 
that  flatters  your  face  and  is  in  proportioii  to  your 
figure  and  height.  The  chapeau  will  make  you  look 
and  feel  stylish  and  will  be  a  conversation  piece! 

9.  Tailored  pumps  are  most  suitable.  You  can  buy 
bows  or  other  ornaments  to  dress  them  up  for  after- 
five.  If  you  live  in  a  cold  climate,  invest  in  a  good 
pair  of  boots  to  protect  your  shoes.  Keep  a  pair  of 
plastic  boots  at  work  for  sudden  showers  or  snow. 

10.  A  good  leather  handbag  will  complement  your 
ensemble.  Stiff  bags  look  smarter  than  pouchy  styles. 


_  V 


all  other  knowledge  rests.- 


Some  women  apply  a  coat  of  wax  or  polish  to  keep  a 
handbag  looking  new  longer. 

11.  Three  pairs  of  gloves  should  do — one  basic 
color,  one  white,  and  one  in  an  accent  color.  Substi¬ 
tute  gloves  that  match  your  ensemble  if  you're  short  or 
pear-shaped.  Lined  gloves  are  ideal  for  cold  weather. 

12.  Keep  jewelry  to  a  minimum;  wear  it  only  if  it 
"makes"  your  costume.  Necklace  or  pin,  and  earrings 
of  pearl,  gold,  copper,  or  silver  are  in  good  taste  for 
work.  Bracelets  are  attractive,  but  forgo  those  that 
dangle  or  get  in  your  way. 

13.  If  you  love  a  bit  of  luxury,  but  have  no  need 
or  desire  for  a  fur  piece,  splurge  on  a  fur — real  or 
fake — hat.  A  mink  beret  is  one  idea.  Other  extras: 
paisley  blouse  and  hat  or  a  matching  hat  and  bag  set. 
Any  of  these  will  pep  up  your  basic-colored  apparel. 

14.  To  make  the  most  of  your  clothes,  allow  part  of 
your  budget  for  alterations  and  good  undergarments. 
The  best  guality  outfit  won't  look  good  unless  it  fits 
properly.  You'll  get  more  wear  from  dresses  and  suits 
that  fit  well.  The  proper  foundation  or  girdle  will 
control  your  figure  and  give  a  better  line  to  your 
clothes.  Full,  tailored  slips  help,  too. 

15.  Having  fewer  but  better  clothes  will  save  time 
and  trouble  in  maintenance.  For  example,  you  won't 
have  so  many  hems  to  take  up  or  let  down  as  fashion 
changes.  Good-guality  clothing  stays  in  style  longer, 
cleans  better,  and  wears  longer.  Proper  upkeep  is 
essential  for  a  smart  appearance. 

What’s  New  in  Business 

A  Salute  to  Business  Women 

October  7-14  marks  National  Business  Women's 
Week.  Another  event  is  National  Letter  Writing 
Week,  beginning  October  2.  And  dare  we  mention 
that  National  Barefoot  Freedom  Week — for  women, 
according  to  its  promoters-  -  is  observed  October  2-7 
this  year? 

Selectric  Typewriter 

A  new  electric  machine  types  from  a  printing  head 
which  moves  from  left  to  right  across  a  fixed  platen. 
The  keyboard  is  conventional,  but  the  carriage  is 
stationary  and  the  printing  head  replaces  the  usual 
type  bars.  A  ribbon  cartridge  is  mounted  on  the 
moving  sphere. 

IBM  Corporation  makes  the  Selectric,  which  sells 
for  $395.  The  typewriter  operates  faster,  can't  jam, 
needs  less  space,  eliminates  vibration  and  the  jolt  of 
^carriage  return.  Typing  heads  come  in  different  type 
"styles;  extra  heads  cost  $15  each  and  can  be  changed 
in  seconds.  To  change  the  ribbon,  the  typist  merely 
drops  a  ribbon  cartridge  into  place,  instead  of  insert¬ 
ing  and  winding  a  ribbon  on  spools! 


Speeding  Important  Letters 

Three-fourths  of  the  mail  reaches  the  post  offices 
at  the  end  of  the  working  day,  according  to  PB  Post, 
published  by  Pitney-Bowes.  The  volume  slows  down 
delivery  of  your  most  important  letters.  Remedy:  Join 
the  Post  Office  Department's  new  Nationwide  Im¬ 
proved  Mail  Service  program.  NIMS  will  break  the 
bottleneck,  if  companies  schedule  their  mail  through¬ 
out  office  hours.  After  noon,  separate  urgent  and 
nonurgent  mail;  send  only  rush  mail  to  the  post  office. 
Nonurgent  mail  not  ready  by  noon  is  held  for  deposit 
the  next  morning,  metered  with  the  date  of  that  day. 

A  “Pip”  of  a  Business  Blooper 

One  of  the  runners-up  in'  the  Super-Duper  Business 
Blooper  contest  highlights  the  trouble  a  beginner  can 
run  into  when  the  rest  of  the  office  force  call  each 
other  by  their  first  names: 

I  was  employed  as  personnel  clerk  with  Sylvania 
Electric  Products  Inc.,  about  a  month  following 
my  graduation  from  high  school. 

After  two  or  three  days,  I  was  beginning  to  get 
acguainted  with  everyone  in  the  office,  since  my 
job  reguired  personal  contact  with  almost  all 
office  personnel.  Trying  to  be  accepted,  I  de¬ 
cided  to  do  as  the  others  did  and  use  first  names. 

It  was  hard  to  learn  everyone's  given  name,  but 
I  really  patted  myself  on  the  back  for  mastering 
them  all  so  guickly. 

However,  as  might  be  expected,  the  pat  came 
too  soon;  one  of  our  electronics  engineer's  help 
was  too  much.  This  engineer  wore  a  pocket  pen 
holder  with  the  letters  "PIP"  inscribed  on  it.  Be¬ 
ing  new  and  green,  I  began  calling  him  "Pip." 
One  day,  I  mentioned  "Pip's"  name  in  a  confer¬ 
ence.  "Who  is  that?"  one  of  the  supervisors 
asked.  "You  know,  'Pip'  Dent,"  was  my  answer. 
Then  came  the  enlightening  moment  when 
everyone  began  laughing.  Someone  explained 
that  "PIP"  was  not  a  name,  but  the  initials  for 
one  of  the  company's  leading  projects,  the 
"Profit  Improvement  Program." 

— DeLora  Wilkinson 


Too  Tight  and  Too  Short 

So  glad  to  see  you  stress  good  dress,  especially  in 
the  recent  item  regarding  bare  midriffs.  'This  is  dis¬ 
gusting  in  New  York — on  streets,  buses,  trains,  in 
offices,  etc.  It  is  not  because  tops  part  company  from 
skirts,  but  because  tops  are  too  tight  and  too  short, 
and  women  don't  wear  full  slips. 

Short  petticoats  are  not  to  be  recommended,  espe¬ 
cially  when  cottons  are  thin  and  transparent,  and  just 
bras  and  bare  backs  show  through — very  untidy. 


I  think  a  word  or  two  regarding  full  slips  vs.  petti¬ 
coats  might  correct  some  of  this  ugliness,  which  is 
so  prevalent.  Here's  hoping  conditions  will  improve. 
— J.  K. 


Gentlemen  Prefer  Covered-Up  Look 

You  have  the  grateful  thanks  of  six  gentlemen  in 
our  office  for  writing  about  the  bare  midriff.  Young 
and  old,  fat  and  thin,  women  all  expose  too  much 
bareness,  and  it  is  downright  disgusting.  Mainly  be¬ 
cause  the  women  don't  wear  slips,  and  perhaps  the 
styles  are  wrong  for  most  women. 

Anything  you  can  say  or  do  to  get  your  message 
across  for  wearing  more  underwear  and  better  fitting 
clothes  will  be  appreciated  by  the  menfolk,  who  can't 
tell  the  gals. — O.  H. 

The  Only  Beautiful  Foot 

Some  time  when  you  are  on  the  subject  of  dress 
for  the  modern  office  girl,  it  might  do  a  lot  of  good 
to  make  some  remarks  about  barefoot  sandals.  We 
seem  to  be  afflicted  with  them  here,  and  hints  have 
been  of  no  avail. 

Maybe  I  am  an  old  fogy,  but  to  me  the  only  beautiful 
foot  in  the  world  is  that  of  a  plump  little  baby — and  I 
don't  mean  one  who  has  grown  up. — H.  H. 

Puzzled  About  Office  Dress 

I  work  in  a  trust  company  in  Toronto,  and  some¬ 
thing  has  been  puzzling  me.  What  do  you  think  of 
sleeveless  blouses  and  sandals  for  office  wear  in  a 
bank  savings  department?  There  are  so  many  differ¬ 
ent  opinions  on  this  subject  that  I'm  baffled.  I  should 
very  much  appreciate  your  opinion  on  the  matter. 
— J.  M. 

The  man  who  wrote  the  preceding  letter  states  the 
case  against  sandals  succinctly.  Sleeveless  blouses 
and  dresses  are  in  vogue,  so  it's  hard  to  find  many 
with  sleeves.  One  authority  says  that  sleevelessness  is 
all  right,  if  the  garment  has  a  high  neckline;  other¬ 
wise,  it  looks  too  bare.  However,  a  short  sleeve  is 
more  becoming,  especially  if  the  wearer  has  either 
skinny  or  flabby  upper  arms. 


High  Aim,  Low  Budget 


You  say  that  an  office  employee  is  expected  to 
dress  neatly  and  be  well  groomed,  which  is  well  and 
good.  It  is  an  excellent  practice  to  follow,  whether 
you  are  an  office  employee  or  otherwise. 


My  question  is  this:  Why  does  a  company  plan  its 
wage  scale  for  factory  and  office  employees  on  the 
same  basis,  and  expect  the  latter  to  have  their  hair 
done  every  week  and  wear  nice  clothes — which  all 
adds  up  in  the  budget — while  it  furnishes  free  uni¬ 
forms  for  factory  workers? 

Do  some  companies  make  allowance  for  this  situa¬ 
tion?  Please  enlighten  me. — ^Low  Budget  Dresser- 
Upper 

Factory  work  seldom  is  as  clean  as  office  work.  A 
company  may  provide  factory  uniforms  to  save  ab¬ 
normal  wear  and  tear  on  clothing,  as  well  as  for 
safety  reasons. 

It  is  true  that  office  employees  are  expected  to  dress 
more  formally.  They  work  with  executives  and  may 
be  in  the  public  view.  Time  and  effort,  however, 
count  more  than  money  in  making  a  good  appear¬ 
ance.  For  instance,  many  women  set  their  own  hair. 


The  white-collar  girl  has  a  wider  choice  in  what  to 
wear  to  work;  it  is  a  credit  to  her  taste  when  she 
appears  well  dressed  on  a  budget.  A  friend  who  once 
met  a  famous  movie  star  was  appalled  at  her  getup  - 
she  wore  little-girl  fashions  and  too  many  colors.  So 
money  does  not  guarantee  dressing  well.  Judgment, 
taste,  and  imagination  are  more  important. 


Designed  for  Women 


There  are  also  men  working  in  offices.  Why  are 
editorials  directed  to  women  only? — An  Avid  Reader 


There  are  several  reasons:  (1)  The  Bulletin  is  ex¬ 
pressly  for  women;  (2)  There  are  many  more  women 
than  men  in  offices;  (3)  Women  are  more  concerned 
about  self-improvement,  human  relations,  and  per¬ 
sonality  development;  (4)  Bosses  can  tell  men  what 
to  do,  but  they  hesitate  to  broach  such  subjects  as 
proper  dress,  grooming,  and  work  habits  to  women. 
The  Bulletin  tries  to  do  this  for  them. 


Marilyn  French,  Editor 
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